3 EPA Portal Portal Help

QUICK REFERENCE GUIDE How to Request Portal Access

This guide provides information on:
o Establishing a Portal account for those individuals who do not have an EPA LAN account
e Logging on to the Portal
e (Gaining access to specific communities
If you do not have an EPA LAN account, start at Gaining Access to the Portal, within this
document.

NOTE: If you DO NOT have an EPA LAN account, you must complete the Self
Registration process in the Portal to gain access.

If you have a LAN account you do not need to request access to the Portal. Go to Logging into
the Portal within this document.

Gaining Access to the Portal

Individuals who do not have a LAN account need to request access to the EPA Portal. To do this,
go to: http://portal.epa.gov and click on Request Access to the EPA Portal.
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Portal Help
Login Instructions

If you have an EPA LAN account, log in using the following: User Name = your LAN id and Password = your LAN password.
If you DO NOT have an EPA LAN account you will need to request access to the Portal using the "Request Access to the EPA Portal" link below.

Login
WARHING HOTICE: This iz & United States Environmentsl Protection Agency (EPA) computer system, which may be accessed and used only for official Government husiness.

Unsuthorized access of use of this system may subject violstors to criminal, civil, sndior administrative sction. All information on this computer system may be monitored, recorded, read,
copied, and disclosed by and to suthorized personnel for official purposes, including lavw enforcement. Access or use of this computer system by any person, whether authorized or
unsuthorized, constitutes consent to these terms. Clicking the Login button constitutes consent to these terms.

Enter your user name and password to login.

User Namei

Pagsgword | |

Resources for EPA business partners and affiliates.
Ifyou do not have an EPA LAN account, please cligk ” el
Forgot vour user-id of password? Reguest Access to the EPA Portal >
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Figure 1: Request Access to the EPA Portal
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Self Registration
To obtain an sccount, you must be & business partner or affiliste who has business with the Environmental Protection Agency. Please fill out the following information and click submi to request access

USE THIS FORM ONLY if you do not have anEPA LAN account . If you are an EPA employee or an on-site contractor and you already have an EPA LAN account you DO NOT
need to complete this form. (User Name = your LAN id and Password = your LAN password)

ALL FIELDS ARE REQUIRED

First Name: [ |

Last Name. ‘ |

Email Address ‘ '|
Tormat emailld@domainnarme. cam

Street Address | |

City | ]

Country: [ b4

State/Province/Region,

Postal Code:

Daytime Phone Number:

EPA Caontact Name:

EFA Contact's Email Address: I }
format emailld@domainname com L

ERA Contact's Phone Number: | ‘
fONTET (600 10063080¢ L

Passwords must be at least 8 characters long and contain at least one lower case letter and one number or symbol (e §, 5, etc)

Password: | |

Canfirm Password ir ]

Select the Comrunity frarm the drop down list that is the reason for your business need to
obtain Portal access, Choosing a specific community instead of "General Portal resulls

infaster accese. Once you gain access to the Portal vou will have the ability to request
atcess to additional Communitias

‘Selec1 a primary community :J

[1! acceptthe EPA Privacy & Security Notice. Click hare to read Click

Figure 2: Self Registration Form

The Self Registration page (Figure 2) is displayed. Be sure to complete all fields on the form
including an EPA Sponsor who can verify your business need to access the Portal. You will need
to select a primary community. This community should be the one that is also part of your
business need to access the Portal. In addition you’ll designate a password to be used when you
log into the Portal.

Once you complete and submit the form, it will be routed to the Community Manager (of your
primary Community) for approval. The Community Manager will approve or reject your request
and an email will be sent notifying you of the account disposition.

Note for the Environmental Science Connector (ESC) Community: In order to have access to
ESC projects, the ESC project manager must add/invite you to the project. This action can be
completed by the ESC project manager only after you have been approved into the ESC
Community via the self registration process.
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Logging into the Portal
If you have an EPA L AN account or you have received a confirmation email containing your log-
in information (user id and password) you can now log into the Portal.

Go to: http://portal.epa.gov and enter your User Name and Password on the Login screen and
click Login (Figure 3). (For users with an EPA LAN account your Portal User Name is your
LAN id and your Portal password is your LAN password) If you have any problems logging into
the Portal, contact the EPA Customer Call Center at 1-866-411-4EPA or epacallcenter(@epa.gov.
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Figure 3: EPA Portal Log-in Screen

You can change your password and update other profile information (name, address, phone
number, etc), by using the My Profile function in the Portal (Figure 4) in the Portal’s banner.
NOTE: You can only use this feature if you gained Portal access through the self registration
process. If you are using your LAN account and password to log in you will need to contact your
LAN Administrator to change your password and human resources to change other profile
information.

My Profile Per sonalize Your Portal PortalHelp Logout

My Page Search My Communities  Collaboration Tools 0 2 Access

Figure 4: My Profile Link
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Request Access to Additional Communities

After logging into the Portal you can request access to additional communities (Figure 5) by
clicking on the Community Access link in the Portal navigation bar and selecting Request Access
to Communities.
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To customize and begin your Fortal interactive experience, please click here.

Take atour of the EPA Portal.

The EPA Portal tour uses Adobe's Flash. Download the Flash player.

My Page Favorites T
» Add Mew Favorites

This portlet provides information about upcoming changes that are planned for the Portal and
timetrames for implementation. For additional informstion on these enhancements or changes,
please contact the Portsl Portfolio Manager, Terry Grady, at drady terryi@eps goy
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Figure 5: Request Access to a Community

It is important to note that according to your user classification, access to some communities is
provided by default.

EPA employees automatically have access to the General Pages, EPA Employee Pages, Air
Analysis, ITGSS READ, Environmental Science Connector, Geospatial, Office of Emergency
Management, and Financial Management communities.

Pages provided by default for internal affiliates (users with an EPA LAN account, but who are
not EPA employees) are: the General Pages, Air Analysis, Financial Management, and ITGSS

READ. Access to all other communities must be requested (Figure 6).

For external users (those without an EPA LAN account), only the General Pages (excluding the
Employee Page), Air Analysis, ESE Connection, and ITGSS READ can be viewed.

Additional communities may also be requested (Figure 5).
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Select Groups ki

The followving list represents the communities that are available to you on the EPA Portal. To jain
a community, check the box next to the community name. To leave a community, remove the
check from the box next to the name. For communities reguiring autharization, you will be
natified via email when your enrollmert inthe community is approved. You can join and leave
multiple communities st one time. When you are satizfied with vour selection, press the 'save
subscription' button belows . Mote: There is a 10 minute delay before you can view the selected
groups inthe portal.

D Borders Gateway
D Consolidated Human Activity Database
|:| Emissions Inventory System
|:| Environmental Indicators Gateway
D Environmental Science Connector
ESE Connection Privileged Access
irst Line Supervisors
HEROHet
O messanvestment
[] system of Registries (SoR}
[] TBD Data Entry
] Tribal Grants
] Tribal Water Quality
O webcms

e

The follosving groups reguire you to enter extra information
O EMP - Emergency Management Portal

/\
[ Save Groups ]Neset]

TS—S———

Figure 6: Subscribe to Groups

To request access to an additional Community:

A. Click inside the check box next to a community name. (Note: in this example, the user is
requesting access to the “First Line Supervisors”) Some communities, such as the Clean
Watersheds Needs Survey and Emergency Management Portal shown in Figure 6, may require
additional information to complete the request.

B. Click the “Save Groups” button. (Figure 6)

Your request to the community is forwarded to the Community Manager. You will receive an
email message when the Community Manager has either approved or denied your request.
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Accessing a Community

Once the Community Manager has granted access to the community, log into the Portal (See
Logging into the Portal). The following screen is displayed and now includes the name of the
approved community. (Note: In this example, the user has just been granted access to the First
Line Supervisor Community) See the left navigator bar (Figure 7).

Welcome to EPA Portal

Jessica Yocum Neumann

My Profile Personalize Your Portal Portal Help  Logout

My Page  Search [ Collaboration Tools  Community Access
] M P . Community Contacts
l y a Air Analysis
onhection

General Pages

oy P PA Portal
Information Technology Governance
Support System ginyour Portal interactive experience, please click here.

Take atour of the EPA Portal.

The EPA Fortal tour uses Adobe's Flash Download the Flash player

Figure 7: First Line Supervisor Community

You may now proceed to the Community. The home page of the community you selected will be
displayed. Figure 8 displays the home page of the First Line Supervisor Community (Figure §).

Welcome to EPA Portal

§ Jessica Yocum Neumann

My Profile Portal Help  Logout

My Page Search My Communities  Collaboration Tools  Community Access

: | Welcome Page

Hetwork Overview and Usage

A Community on EPA's Portal To Help First-Line Supervisors Thrive

Purpose:

The First Line Supetrvisor (FL3) Wetwork provides an agency-wide online networtking and suppett system for managers with a special focus on first-line sup
Although this network is intended to benefit first-line supervisors, it is available to all managers. It allows you to collaborate mteractively with your peers to et
professional links, recetve or provide practical advice, mentoring, and support in navigating the many recquirements of your positions or to establish professior
This release marks the first phase of the Networke, As additional enhancements are identified, the network will be updated.

The network offers easily accessible resources and tools to help vou respond to the challenges of managing personnel, projects, budgets, contracts, and othe
admmistrative and management issues. It also gives you mformation on developmental opporturities or requirements for managers and staffs, a calendar of es
bulletin board and discussion forum; and a ibrary of rescurces.

Figure 8: FLS Home Page

Some communities are accessible via a direct URL. The Environmental Science Connector is
one such community and uses the URL http://portal.epa.gov/ESC. When using the direct URL,
the login portlet is included on the ESC log-in page (Figure 9).
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U.S. Environmental Protection Agency

CIEml e Welcome to EPA’s Environmental Science Connector L G T

Environmental

Science Connector The Environmental Science Connector is a password protected research and 5 youlhaveu:al:v_ efa‘f::uemilll ?idressjuylour Lfer
collaboration center that brings environmmental science models, data, publications 2’“” passward. \
and other tools to your desktop. The Erwironmental Science Connector is an ideal
place to customize, coordinate and monitor progress of ervironmental projects and
to share information with other scientists Enter your user name and password to

login.

Facilitating the Work of Scientists

User Support . . User Name l:l
L Scientists can centrally manage their projects, download datasets and models,

User Survey track the histary of their work and share their results with other researchers. The Password I:l
Environmental Science Connector's Desktop Library provides customized access

Req_uest Access to the TN wariety of scientific journals and research publications. Science Search
Environmental provides an integrated search across a variety of resources.

Science Connector
Collaboeration \ /

A comprehensive set of collaboration tools to meet the needs of research groups
is included which allow scientists to:

o Ertablicb cnllabmvnbion senin e

Figure 9: ESC Log-In Page

Most communities have on-line help within the application. When you access the Environmental
Science Connector for the first time, you will be presented with a pop-up for Online Help (Figure
10). You can close or minimize the online help pop-up and start using the Connector.

@Back 3 J |£] @ \_:] /'.:“ Search @Medla @ R g ] i Eun‘m &) Google & EPA portal &) Dekek ] Localendar

: Addbess

Environmental Science Connector
Online Help

i| General

Intro Environmental Science Connector
Icon Definitions i [
Update My Profile The Environmental Science Connector (the Connector) is a virtual research and collaboration center Z;
Perzonalize the Connector providing access to environmental science data, decision-support tools, and other scientific

Home Tab infarmation: ¥ou will be able to access a variety of journals, publications and resources through the

e ) library provided. The Connector also contains links and descriptions for a variety of other sites, both 4
Edit Weather Lacation from within the EPA and without, which may be of interest to environmental scientists n
Current Weather Portlet
C"S'“TiZEM’EPf\ Linke The online help guide is designed to give you a central place to find information about the functional
Rkt AR ek aspect of the Connector. The content provided is a guide to most of the functionality but may nat
Delete a link from My Links explicitly handle every variation. If you have a guestion that is not addressed in the help guide, please

My Projects view the tutorial or frequently asked guestions list
Create Hew Project
Add an ESC Project 0
Edit Created Project ] B

?

Delete a Project Where do | begin®

My Projects - Administration Take a quick tour of the Environmental Science Connector to see how it can help you
Invite a User to Join your Project 4

assessment at hazardous waste sites for EPA's
Office of Solid Waste and Emergency Response
(0... ¥ Show More

bal b
[GEOSS) - GEQSS is a large national and
intermnational cooperative effort to bring together EPA Technical Support Centers b

prisHing and newbandware:andisofinare; making Woatershed and Water Quality Modeling Technical Support
it all compatible in order to supply data and

2 Center b
information at no cost .
Collat R h & Devel Centers »
Models, Methods and Databases Center for Subsurface Modeling Support ¥
Dassata Canaine Taalkmiaal & N o

Figure 10: Environmental Science Connector Page on First Log-In
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Logging Out of the Portal
To log out or sign off the Portal, click Log out at anytime on any page. The Log out button is
always displayed, regardless of which page you are currently viewing.

Who to Contact for Help

For questions, concerns, or assistance in using the Portal, contact the EPA Customer Call
Center at 1-866-411-4EPA or epacallcenter@epa.gov.
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